York County

Job Description

Position held by: 

Job Title:  911 GIS Analyst



Revision Date: 11/22/2011
Status:






Full Time  FORMCHECKBOX 

Part Time  FORMCHECKBOX 

Department No: 70




Department Name:  911 Communications

Reports to:  911 GIS/Addressing Supervisor
Supervisors Name:  Kim Holtzapple


POSITION SUMMARY

The 911 GIS Analyst is responsible to assist in the day to day mapping of all data maintained by the Department of Emergency Services.  This data includes, but is not limited to: Fire, Police, EMS, ESN, Road Centerline Data, EMA, Municipal, MSAG, and other Points of Interest. This employee completes daily updates, changes, deletions, and other corrections for accuracy, as well as maintaining the geodatabase for timely updates of all data. They will utilize County GPS hardware to digitize new data into the geodatabase. They will also identify emergency service geographic boundaries and assist in assigning emergency service numbers (ESN) for 9-1-1 routing purposes.  They will also create cartography maps to be provided to various agencies.  The position requires minimal supervision. 

Job Title:  911 GIS Analyst


ESSENTIAL REQUIREMENTS, DUTIES, AND RESPONSIBILITIES

· Downloads daily additions, changes, and deletions to the Geodatabase. 

· Assists with maintaining the following databases:

· Emergency Management

· Mapping and Addressing Files (GIS)

· Field Verification

· Emergency Service Numbers (ESN) Files

· Special Location Information (SLI) Files

· Cellular 911 Access Files & Databases

· 911 Geodatabase
· Assists with mapping & maintaining road centerline data derived from the Master Street Address Guide

· Assists with mapping & maintaining municipal boundaries and all other Emergency Services data

· Assists with contacting municipal authorities, to ensure receipt of address and street changes in order to guarantee the integrity of the 911 databases. 

· The incumbent must pass a County background check with no record of criminal convictions.

· Must be able to handle CONFIDENTIAL DATA, disclosure of which is protected by law.

· Knowledge of computer input and information retrieval practices and procedures using a keyboard and/or peripheral equipment.

· Maintains knowledge and maintenance of the County geographical layout as related to the municipalities.

· Maintains knowledge of County emergency service agencies **

· Ability to read road maps and interpret mapping data.

· Post and logs information on various forms as related to the E9-1-1 databases.

· Provide guidance and training to others, such as interns.

· Performs clerical duties as required and all other duties as assigned.

Knowledge of:
· Knowledge of Cartography and terms to provide map data to various agencies.
· Thorough knowledge of basic ESRI Licensed products including but not limited to ArcInfo, ArcView, ArcGis Server, ArcSDE.
· Ability to present ideas effectively, to analyze complex problems, and formulate sound conclusions.

· Ability to maintain confidential records and correspondence.

· Must possess working knowledge of Windows 98/2003 Operating Systems.

· Must possess working knowledge of Internet based applications i.e. Internet Explorer, Outlook, and FTP. 
· Must possess working knowledge of Microsoft Office Suite Products to include Word, Excel, and Access.

Education and Experience:

Associates degree in computer sciences, GIS, public safety, or a closely related field. A minimum of three years experience in the Telecommunications industry, three years of experience in the public safety communications field, or GIS related fields, or a combination of education, training and experience, which provides the knowledge, skills and abilities required for the job.

Basic knowledge regarding ESRI Licensed products.
Must posses a valid Pennsylvania Drivers License.

Requirements are representative of minimum knowledge, skills and abilities. To perform this job

successfully, the incumbent will possess the ability or aptitude to perform each duty proficiently, and comply with County policies and procedures, as outlined in the Employee Handbook.


NON-ESSENTIAL DUTIES

PHYSICAL AND MENTAL JOB REQUIREMENTS

Job Title:  911 GIS ANALYST

Please check those items that apply to the essential job functions of the job title listed above. Each

category must be completed.

1. Schedule

 FORMCHECKBOX 
Full-Time 


 FORMCHECKBOX 
Day Shift 

 FORMCHECKBOX 
Weekends

 FORMCHECKBOX 
Part-Time 


 FORMCHECKBOX 
Evening Shift

2. Supervision Level

 FORMCHECKBOX 
Extremely Close Supervision

 FORMCHECKBOX 
Moderate Supervision

 FORMCHECKBOX 
Minimal Supervision

3. Initiation of Work

 FORMCHECKBOX 
Supervisor Will Direct to Next Task

 FORMCHECKBOX 
Initiation Helpful, but Not Necessary

 FORMCHECKBOX 
Must Initiate Own Work

4. Independence

 FORMCHECKBOX 
Supervisor Will Cue on a Frequent Basis

 FORMCHECKBOX 
Ability to Complete Assignments with Moderate Oversight Required

 FORMCHECKBOX 
Ability to Complete Assignments with Little Oversight Required

5. Work Routine

 FORMCHECKBOX 
Routine Never Varies; Structure is Tight

 FORMCHECKBOX 
Occasional Routine Change; Generally Planned in Advance

 FORMCHECKBOX 
Routine Changes Often; Little Structure to Task Sequence

6. Rate of Work

 FORMCHECKBOX 
Fast Pace

 FORMCHECKBOX 
Moderate Pace

 FORMCHECKBOX 
Slow Pace

7. Following Directions

 FORMCHECKBOX 
Full Understanding of Both Written and Verbal Instructions Required

 FORMCHECKBOX 
Understanding of Verbal Instructions Only Required

 FORMCHECKBOX 
Understanding of Written Instructions Only Required

8. Communication - English

 FORMCHECKBOX 
Excellent Verbal Communication Skills Necessary

 FORMCHECKBOX 
Basic Verbal Communication Skills Necessary

 FORMCHECKBOX 
Limited or No Verbal Communication Skills Necessary

9. Functional Reading - English
 FORMCHECKBOX 
Fluent Reading 

 FORMCHECKBOX 
Recognition of Signs/Symbols

 FORMCHECKBOX 
Simple Reading 

 FORMCHECKBOX 
No Reading Skills Required

10. Hearing Seeing

 FORMCHECKBOX 
Ability to Hear Required 

 FORMCHECKBOX 
20/20 Vision with Corrective Eyewear

 FORMCHECKBOX 
Hearing Not Required 

 FORMCHECKBOX 
Limited Vision

 FORMCHECKBOX 
Vision Not Required

11. Functional Math

 FORMCHECKBOX 
Complex Computational Skills (Accounting and Financial Skills)

 FORMCHECKBOX 
Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

 FORMCHECKBOX 
Simple Counting Skills

 FORMCHECKBOX 
No Mathematical Skills Needed

12. Interaction with Customers

 FORMCHECKBOX 
High Visibility, Frequent Interaction Required

 FORMCHECKBOX 
High Visibility, Infrequent Interaction Required

 FORMCHECKBOX 
Low Visibility, Frequent Interaction Required

 FORMCHECKBOX 
Low Visibility, Infrequent Interaction Required

 FORMCHECKBOX 
No Interaction Necessary

13. Appearance Requirements

 FORMCHECKBOX 
Compliance with Employee Dress Code Required

 FORMCHECKBOX 
Compliance Not Required due to Nature of Job

14. Time

 FORMCHECKBOX 
Must Tell Time to the Minute

 FORMCHECKBOX 
Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

15. Orientation (Familiarity with Surroundings)

 FORMCHECKBOX 
Work Area 
         
 FORMCHECKBOX 
Building Only

 FORMCHECKBOX 
Room Only
               FORMCHECKBOX 
 Several Blocks From Building

16. Mobility Skills

 FORMCHECKBOX 
Mobility Within the Building

 FORMCHECKBOX 
Mobility Within a Four-Block Radius

 FORMCHECKBOX 
Driving Required

17. Sitting Standing

 FORMCHECKBOX 
75% - 100%

 FORMCHECKBOX 
 25% - 50% 

 FORMCHECKBOX 
75% - 100% 

 FORMCHECKBOX 
25% - 50%

 FORMCHECKBOX 
50% - 75% 

 FORMCHECKBOX 
Less than 25% 
 FORMCHECKBOX 
50% - 75% 

 FORMCHECKBOX 
Less than 25%

18. Bending

 FORMCHECKBOX 
Knees and Waist             FORMCHECKBOX 
    Waist Only

 FORMCHECKBOX 
Knees Only 

     FORMCHECKBOX 
     No Bending Required

19. Lifting

 FORMCHECKBOX 
Greater than 30 lbs. 
 FORMCHECKBOX 
Less than 10 lbs.

 FORMCHECKBOX 
10 - 30 lbs. 

 FORMCHECKBOX 
No Lifting Required

20. Reaching

 FORMCHECKBOX 
Greater than 6 Feet 
 FORMCHECKBOX 
Less than 2 Feet

 FORMCHECKBOX 
2 - 6 Feet No 

 FORMCHECKBOX 
Reaching Required

These statements are intended to describe the nature and level of work being performed by people assigned to this position. They are not intended to be construed as an exhaustive list of all responsibilities and duties required of the job incumbents.

